
I I .  I OEOROIA DEPARTMENT OF HUMAN RESOURCES 
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES 

RECORDS MANAQEMENT UNIT 
-I _---. ~-L- ~~- _ .  .~ ~~~ . ~ . _ _  ~. .~ -. 

For instructions on completing this form contaq D H R  Records Management Unit, 47 Trinity Avenue. Atlanta, Georgia 
30334. Phone ~ (404) 656-4976 

.- : 

I 1. GEORGIA DEPARTMENTOF HUMAN RESOURCES 
. ~ .  , . , 

GIST: p14983 
_ i  

. __ s_" 

ARCHIVES AND HISTORY 
~ .~ . ~~~~ ~~~ .. ~ 

Application Number 

75-273-6 .- - __ ~~ 

Date Completed 
OCT 2 5 1982 I Date Received 

__~ - .  -- ~~~ ~~ ~~~~ _ _  3 L!?*2 I ~~~~ ... - t Telephone I 

Office of Finhnciol Serriceo 
Public-Aaaistance Unit 
47 hinlty'Ave. S.W.-Room 503-S 
Atlanta, Go. 30334 

Application Number 

. ~ ~ ~ ~~~~ ~~ ~~~~~ 

WorkFng Titla 

~ ~-~__-%lperYhQK-~ -_ ~~~ ~~ ~~~~ ~~ - 656-4373 ~- ~3!!&1--= =~-- . ~ . - ~- __ ~ 

a. 0 Establish Ratention Schedule; record will continue to accumulate. 

c. h Amend Application No. 75-273 ___I_ Check One: 11 Changs; Supercede; Void 
b. Dispose of pwsent accumulation; no further accumulation anticipated. Change Retention k r i o d  

_.__ ~ ~ ~ ~ -. ~ - ~ -. 
6. Records Serler Titla liollowd by title used in offkn; if dlffenntl 

I ~~ .. . .  I ___ 

Earlien b t a n  

v 

c Y 
u 

_ _  __ _.__ ~ 

md tltler, if mvl: Attach tampler of the file. 

Doeumenn relating to: 

Included are: 

, I  

File i s  arranged: 

~.~~ . . ~ ~ __ . ~ 

How often are records referred to which am: 
Ona'to six months old ___- ~ ; Sewn to twelw months uld ; Thirteen to twenty-four months old __~_ ; 
twenty-five montha and older 7 :  . .  - ...-_I ~ ~ ~~ .~ ~~ -- ~.~~ . .  

&ter&e drawers ; Legal-size drawers ; Shelves -I : Other &ecify/ _ _ . ~ ~  ____ ~~ ~ ~ 

-(Over) ; 
~ -- .~ .. .. , .~ c 

.. .. >~ .- - - r.. 
.. 

- - ~  " . .  .. , 

Form 4998"r7:7i) 



P ' 4 .  z 

I c. Is this a vital rewrd? 

. ,  , .  - NO I 10. Questionnaire ( P k e  en "X" in the proper column) 

a. Is this the official copy of the wries? 
If mat. whem i s  it? 

I_ _ _  i_~ - I. ~- - ~ . . ... ,- - .. -- I b. Doer the wries contain confidential information requiring security hendling? If yes, cite iew or rwuletion. 

_ I I ~ ~ - - ~ ~ L  - ~~.__~__l--I 

e. When one or tm, documents in the file make it nec8ssaTv to keeo t h e  entire file for a low wriod. muld mDs? documents _ .  . ,  
be scheduled osperetelv? e , - ' - . . - '  I-,'., + - : -  .: 3 -  9 ; - . a - <  

I f. I s  the information mnmi-% in,-pis-ssrier ewr publishnd?, ~ !f!?!-zttgch mpy. ~ 7 : Y 

if yes, amch copy. \.r-,-..r ?,% = -  r - *  

._~_I_~~~ __-_I I --I ~~~~ ' 

~__-___I ;. ;:-..- 
g. I s  the information contained in t h i s  series kVeian&zed arlillor'kErded in 6 sUmmari&7bp%? 

h. I s  there a duplication of this wries in your office. or in another office or sgency? 
~. 

c <-. - :; .~ I If "BI~ where? 
-.-..-~_I- __I_._- ~- , ~ ~ ~ - -  . ~ . , ~ ~ . - - ~ ~ - . - -  

I I I .  Doe'sihe record (Brie) result in a comduter Driniout? ' ' :  

. . .. - ~ - 
I - - -_ 

! I t '  ' " );.. - __ I I. Is this SBries lor a major Portion of it/ regulerly microfilmed? 

A-- --: L _.__.__I I ~ 

1. Retention Requirements The following requires the urki to kept: 

hr L t . ~ ~  p - : ~ - -  1 - 7  9 -"3 
a. State Law ~ I _ -  yearn. 
b. Statute of limitation years. 
c. Federal law - - __ years. 

d. Auditperiod , ~ _. ?~ --yaap. 
e. Administrative need 5 y a a r r .  
f. Federal retention instructions ---yaars. 

7 

Attech mpv or excerpt of l a m  or reeulatisN.~Ex~l.ir,'~min_inrarive 11, ;+>- pee :--- , ? : = k p  ,'!Cr,C 
Administratively, thege files are hecerr ry to document' payment6 made for public 
arrirtance. 

- I 

2. Approved Disposition instructiona This agency recommends that the file wries be cut off at the end of aach: 
OCalender Yew: dFiscai Year; OOther then, 

d[ Hold in h wrrent files area 
0 Transfer to local holding area; hold 
11 Transfer to State Records Center: hold 3 yearb); then 
Q Destroy 
0 Transfer to State Archies for permanent retention. 

Other fSpecifv/ 

- month($) 2----.- ymarW; then 
yenrts); then 

Them instructions apply to all prior and future accumulations of the wries. 
, I  

3ecammandations in paragraph 
l 2 m  appromi. 
Vf diwpprovsd. attsd, htfw 

Rawrds Committee -1 lSign&re/ b t e  - 

Anornny Genersl/Deelpnee 

o m  4998 17-78;. 



4 .  Earliest & Latest 
Dates of Series 

1974 - -Sent 

I 
1 . This f i l e  contains the following documents (include form numbers and t i t les .  if any, 

m t s  relating to  maintaining a listing of public assistance checks received fran Bank 
identifyhg the checks that haw cleared the bank and have been paid t o  Welfane 
m t h l y  issuing period. 

and f i l e  arrangement). 

during 

, .  
9 .  Exact Series T i t l e  

Public Assistance Paid Check Gsting Files 

Included zre coniputer l ist ings i&ntifyhg-pubPublic assistance check n m h r ,  MICR nwlber, amount 
of check, date paid, and related infarmtion. 

Files are m g e d  chrmologically by mth thereunder by date. 

I ATTACH SAMPLeS OF l%E FIIJ? 

I,.., I,.?. OCC",,.4 IS."... ... t 1  L... l - . , . .  ,,,* :.r...t. 



. . rr ~ . 1  _- - -----_- - - - .A- =?L-z-.. - ._ ~ . *.% L_ 

' QcESTIONt iAiRE PI.-. r YES NO 
13. Is  t h i s  t h e  Record Copy o f  t h e  se r i e s?  "4 [ I 
lb. Is t h e r e  a dupl ica t ion  o f  t h i s  series i n  another o f f i c e  or a g e n q ?  [ 1 [XI 

15. Is the  information contained i n  t h i s  series ever  s m a r i z e d  or ,publ i shed?  1 [XI 

16. 3oes the  s e r i e s  contain c l a s s i f i e d  information requi r ing  secu r i ty  handling? [ 1 [XI 

17. DCPS t h e  series i n i t i a t e ,  amend or  terminate agency p o l i c i e s  and procedures? I [XI  

19. Could t he  funct ion be performed i f  t he  f i l es  ve re  l o s t  o r  destroyed? [XI [ I 
19. Is t h e  series ( o r  major por t ion  of it) regular ly  microfilmed? If  yes, why? 1 [xi 

20. Does t h e  record series provide da t a  as input  t o  an EDP f i l e ?  [ 1 [XI 

21. Does t h e  record series contain documentation produced'as EDP p r in tou t?  1 [XI 

-s- I. *I). ,FOp.r r a L n  :r .*I-*, I. -re:: .I.... *nvi.ha 

Attach copy of sunnnary o r  publ icat ion.  

22. F s s  t h e  Federal  Government i s sued  in s t ruc t ions  governing t h e  retention/dispo- . [ ] [X] 
s i t i o n  o f  these f i l e s ?  

23. 'J i l l  there be a need for these records 10, 15 years from now? If yes, what? 1 [XI 
I . .  

2L. REQUIREkNTS. The following requires  the f i les  t o  be kept 3 . a r s :  

a .  [ ]STAT2 b. t ]STATUTE OF c. []AUDIT d. []FEDERAL e .  brIADMINISTRATIVi? f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD , LAW DECTSION V A L E  

(Cite Law, Statute,  o r  other reason for  the r.:i.t.utim requtremcnt) 2 

Reference Experience 

25. AGENCY RECOI"DAT1ONS. This agency recommends t h a t  t h e  f i l e  series be cu t  off at t h e  end 
of each -[]CALENDAR YEAR -[qFISCAL YEAR -[]OTHER ,th.en : 

[ Y . ]  Hold i n  the  cur ren t  f i l es  area .month(s)/  2 e a r ( s )  : 
[XI Transfer  t o  [XI S t a t e  Records Center , [  1 Local Holdin: Area; hold 
[XI  'Destroy. 
[ ] Transfer  t o  S t a t e  Archives f o r  permanent re ten t ion .  
[ ' 1  Destroy immediately after cut-off. 
[ ] Other:  (Specify) 

1 y e a r ( s ) :  

(Indicate br ie f ly  rationale for recornnendations above/or write additional remarks) : 

I i n  paragraph 25 
are: H. Auditor! 

iIGNATURES I DATE 



Dihsion of Administration 
public Assistance Control U n i t  

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  OF P R E S E N T  A C C U M U L A C I O ! i ;  I R E C O R D  WILL C O N T I N U E  T O  A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C T P A T F h  

~ 

Nancy H a w e l l  
" r r l l n l  T , ' , .  6 . 1.1 I- 

8 .  Earliest & Latest 
D a t e s  of Series 

Paid Check Listing Fi les  

9 .  Exact Series T i t l e  

p What is the function of t h e  of f ice  i n  which t h i s  record series i s  created? 
The D i v i s i o n  of Administration is  m s p a s i b l e  for providing administmtive supprt t o  the 
Department. 
general support services; data processing and mnagemt i n f o m t i o n  systems; patient accounts 
services: ahd personnel services. 

Accounting Benefits Payments - responsible for processing rqments for benefits and services -- 
zsgctt'tikk- -&-Hg-zdd-N$sing Homes, Medicaid-Other Expenses, Vocational Rehabilitatim, 
Assistance Paymnts, and other benefits (Crippled Children, Cancer, Ster i l izat ion,  Mat-Pak, 
Foster Hanes ,  Cuban Refugees, etc.). 

This includes general accounting services; budget development and n-anagemnt; 

- 

I-  

Docurrents re la t ing  to  h t a i n i n g  a l i s t i n g  of public assistance checks received from Bank 
identifying the checks that have cleared the bank and have been paid to  Welfare clients 'during 
mnffily issuing period. 

Included are ccmputer l i s t i ngs  identifying-public assistance &eck number, MICR number, amount 
of check, date paid, and related informtion. 

Fi les  are arranged chronologically by mnth  thereunder by date. 

ATTACH SAMPLES OF THE FILE 



c --.+ P#?? 
-. 

- .  :-+ 
---.=; - - -~ _ _  - 

Y m o ~  
[ Y  [ i 

*"., L. - 1 1 5 . -  p,.... ,.PI.!" 

13. Is t h i s  t he  Record Copy of t h e  series? 

1 4 .  Is the re  a duplication of t h i s  series i n  another office or agency? 2 [  j 

15.  Is the  information contained i n  t h i s  series ever s q a r i z e d  or published? [ 1 [XI  
Attach copy of  summary or publication. 

16. Does the  se r i e s  contain c l a s s i f i e d  information requir ing secur i ty  handling? . ' [ .] [XI  

17. Does the  s e r i e s  i n i t i a t e ,  amend or terminate agency po l i c i e s  and procedures? 

.. 
i . .  

- ,  

[ 3 [ X I  

[XI  I 1 

19. [ 1 1x1 

20. Does the  record s e r i e s  provide data  as input t o  an EDP f i l e ?  [ I [XI 

21. Does the  record s e r i e s  contain documentationp'roduced BS EDP pr intout?  [ 1 [XI  

. .  - - .. -. . .  

18. Could the function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? 

Is the  s e r i e s  (o r  major portion of it) regular ly  microfilmed? If yes, why? 

22. Has the  Federal Government issued instruct ions governing the  re ten t ion ld ispo-  . [  ] [XI - : . s i t i o n  of these f i l e b ?  . . 
,. 

~~ 

I .. . .  .!C: .~: . .' 
23. W i l l  t he re  be a need f o r  these records 10, 15  years from now? If yes,  what? [ 1 [ X I  

-P___- 

I . -  

121r. R E Q U I R E M N T S .  The following requires the f i l e s  t o  be k e p t  3 y e a r s :  
. -  - ..  ~-. . .  

~ -. -- .* ~. .~ 

a.[]STATE b.[]STATNE OF c..[]AUDIT d.[IF'EDERA& , e.@]AiNINISTRATIVE f.[]HISTORICAL - 

LAW . ' '  LIMITATION ' PERIOD ' "-LAW ~. - '  0.' DECTSION VALUE-- - 

Reference Experience , 

.. 

(Cite  Law, Statute ,  or other reason for  t,hc wi.eil tfavi requirement) - 

- _ _  
25. AGENCY RECOMMNDATIONS. This agency recommends tha t  the f i l e  s e r i e s  be cut b f f  at  the end 

of each -[]CALENDAR YEAR -1qFISCAL YEAR -[]OTHER ,then : 

[XI  Hold i n  t he  current f i l e s  a rea  - month(s)/ 2 e a r ( s ) :  
[ X I  .Transfer- t o  . [XI S t a t e  .Records Center,  [ 1 Local Holdin: Area; hold 1 y e a r ( s ) :  ~. 

.. -. 
, ;; .. -. ~ . 

[ X I  Destroy. . .. . . .  - 
~- ~~ .. 

.I 

'. [ ]  transfer €0 State;Archives for-permanent re tent ion.  
[ 1 Destroy immediately a f t e r  cut-off. .- 

* .  .. . . -  . .  . -. . -. 
. 

.~ I .  I 

-. q . ~  . .  
[ 1 Other: (Specify) ~~ - 

I 
~. 

1 .~ .. 
~ .~ -, -~ . 

. , .  ~~. .= , . .  . .. . .~ 
I :  . .~ I_ '  .. ,, 1.. ' . ~ 

(Indicate brief ly  rationale for recornendations above/or wr i te  additional remarks) : 

I 


